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TOPIC: Lockout/Tagout
Lockout/Tagout Applies When: 
· Conducting routine service or maintenance work on machinery or equipment.
· When you remove or bypass machine guards or other safety devices.
· When you make or are close to making, bodily contact with the machine’s point of operation.
· When your body is in a danger zone associated with a machine’s operating cycle.
· Possible tasks for these situations; Installations, adjustments, repairs, inspections, modifications, cleaning, lubricating, un-jamming, or changing tools.
Definitions: 
Authorized Employee:  Workers who are required to perform Lockout/Tagout procedures.
Affected Employee:  Workers who work with or near equipment that will be locked and tagged out.
Locks: CONTROL AND ISOLATE  ALL  the equipment’s energy sources.   Locks block the flow of energy to the equipment.  Locks are placed on equipment by an “Authorized Employee.”  Only the “Authorized Employee” has the key to remove such lock.
Tags: A warning to all employees not to turn the power on, tags alone are not sufficient for Lockout/Tagout purposes.  Tags must; be standardized, including authorized employee’s name, be legible and understandable, be durable, be securely attached, and Include a clear warning; 
DO NOT OPEN, DO NOT START, NO NOT ENERGIZE, DO NOT OPERATE
 DE-ENERGIZE:  
1. Preparation:  Know the equipment and its energy source before working on it.  Obtain the written procedure/checklist from the park supervisor that details the shutdown of the equipment to be worked on.  Notify the affected staff that you will be shutting down the equipment
2. Shutdown:  Turn off the equipment.  Check with the supervisor if you are unsure of any part of the shutdown.
3. Isolation:  Find and isolate every form of energy that the machine uses, including pulling fuses, throwing disconnects, and capping any secondary energy sources.  Do not stop with pulling a fuse, which can simply be replaced.
4. Application:  Locks or tags must be applied to ALL energy-isolating equipment, valves, and switches.
a. Lockout:  Anything that might restore the flow of energy to the work area must be locked.
b. Tagout:  Include tags with locks to help other employees identify a lockout.  Tags should explain the work being done, give the estimated work time and the name of the “authorized” employee who placed the lock.  Place tags as close to the lock as possible.  If equipment cannot be locked, place tags as close as possible to the energy isolating device.  Newer equipment and any that is being updated must now be capable of being locked.
c. Multi-Lock:  With multiple locks in use, an authorized employee will place all keys in a lockbox to which each employee attaches their personal lock.  Keys cannot be accessed until all personnel have finished their part of the work and have removed their locks from the box.
5. Control:  After lockout, control stored energy 
a. Relieve, disconnect or restrain any residual hazardous energy that could be present.
b. Check that all moving parts have stopped
c. Relieve trapped pressure
d. Blank pipe flanges
e. Install ground wires to discharge electrical capacitors
f. Block or support elevated equipment
g. Check continuously if energy build-up is possible.
6. Verify:
a. Ensure every energy source is shut down, blocked off, controlled and locked, or tagged out and warn everyone in the lockout area and be sure they are moved to a safe place.
b. Activate controls that might restore power to the machine you are working on.  If the equipment does not start, restore all controls to the off position and begin work.
 
RE-ENERGIZE:  
Restore Work Area:
1. Remove all tools
2. Double-check all equipment components
3. Replace all safety features, such as machine guards
4. Close all access panels that were opened to perform service on equipment.
5. Notify Personnel:  Notify all affected employees that Lockout/Tagout devices are being removed.  Remove employees from the area or make sure they are at a safe distance from the equipment.
6. Remove Lockout/Tagout Devices:  The person who placed each device must be the one to remove it.  If someone who put a Lockout/Tagout device is not present, notify your supervisor, who will follow specific procedures.

All Employees Shall Adhere to the Lockout/Tagout Plan
 
Any employee who encounters a Lockout/Tagout tag or lock on any item of equipment is to refrain from attempting to activate or use that equipment.
 
Lockout/Tagout means that any energy source must be disengaged or blocked. Electrical sources must be de-energized and LOCKED or positively sealed in the OFF position before maintenance or repairs begins.
 
A locked-out machine may not be safe if parts are not BLOCKED to prevent accidental movement. Potential energy that may need to be blocked can come from suspended parts, subject to gravity, or energy stored in springs.
 
There is a difference between turning off a machine and disengaging or de-energizing a piece of equipment. When you turn off a control switch, you are opening a circuit. There is still electrical energy at the switch, and a short in the switch or someone inadvertently turning on the machine may start the machine running again.
 
ELECTRICAL SAFETY
· Read and follow all equipment operating instructions for proper use, including preventative and routine maintenance
· Leave equipment repairs and adjustments to authorized personnel; if you have not been trained to perform repairs- DON’T!
· Turn off equipment when finished with the job
· Always clean up spills on floors
· Keep work areas clean and dry
· Never ignore electrical problems
· Employees are required to report any obvious hazard to life or property in connection with electrical equipment or lines as soon as possible, such as burning odors, loose connections, frayed, cracked, or broken wires.
· Choose proper cords and connectors for the job; extension cord diameter should be at least as big as the electrical cord for the equipment in question
· Employees are required to make preliminary inspections and/or appropriate tests to determine the condition of the equipment before starting work on electrical equipment or lines
· When electrical equipment or lines are to be serviced, Lockout/Tagout procedures must be engaged.
· All portable electrical tools and equipment must be grounded or of the double insulated type.
· All electrical appliances such as vacuum cleaners, polishers, vending machines, etc., must be grounded
· All extension cords must have a grounding conductor
· Multiple plug adaptors are prohibited
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	Under OSHA law, the Nevada Division of State Parks is responsible for providing employees a workplace free of known safety hazards.  We want all of our staff to be alert to potential safety hazards, and we want our staff to know what hazards are present, how to protect themselves, and what to do in the event they encounter a workplace hazard.

Please read the attached document.  If you understand what you have read and have no questions, please sign this sheet as a training record.  If you do not fully understand the information or have questions, please contact your direct supervisor for assistance.  Once all of your questions have been satisfactorily answered, please sign this sheet.
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